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These instructions set forth the manner of handling records and re~ 
ports used in connection with the marketing quota program (flue-cured to- 
bacco, 1941-42 marketing year). The responsibilities of warehousemen, 
dealers and field assistants are outlined in that order. Section IV of 
these instructions lists the forms and sae to be used, together with 
instructions for the preparation a such forms and reports, 


I ee 


The responsibilities of warehousemen with respect to ‘Tecords, » Te= 
ports and payment | of Penalties are as follows: : 


1. To obtain a memorandum of sale (or a memorandum of sale cleared 
without marketing card) to cover each marketing of farm tobacco 
through the warehouse, 


e. To obtain Form 41-Tob-64, Bill of Nonwarehouse Sale and a memo- 
randum of sale for each lot of tobacco purchased by the ware— 
house from a farmer at any place other than a warehouse auction 
sale. 


3. To obtain a listing on Form 41~Tob-62, Register of Suspended 
Sales to cover any marketing of farm tobacco at a warehouse 
sale that is not covered by a memorandum of sale by the end of 
the sale day. 


4. To keep manors so as to show the name of the person (and in 

) the case of a sale for a farmer the name of the operator of the 
farm on which the tobacco was produced) for whom each lot of 
tobacco is marketed, 


5. To keep records so as to identify all purchases and resales made 

for the warehouse leaf account and to maintain a separate account 

with respect to the amount of floor sweepings accumulated and the 
ea of such floor sweepings, 


a 
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6. To make appropriate entries on Forms 41-Tob-65, Dealer#s Record, 
; showing the total purchases and resales made by each dealer dur- 
ing each sale day at the warehouse, 


7, To prepare a summary sie each day’ s Business on Form ‘Gal ested, 
~ Kaction Warehouse Report. 


var 
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To prepare Form 41-Tob-67, Report of Penalties, for each 
week in which any sales are made subject to penalty. 


To submit to the Marketing Quota Section, Agricultural Adjust- 
nent Administration, Washington, D, C., all reports prepared 
during each week on Form 41-Tob-66 and Form 41-Tob-67 not later ‘ 
than the end of the next following calendar week, and to remit 

with such reports the penalty due, 


_ To. compute the amount of penalty on each excess memorandum 
of sale and Be oe eee of s@&e cleared without marketing 


card, 


To keep the check register or the check stubs so as to show ~ 
thereon the serial number of the memorandum of sale (or memo- 
randum of sale cleared without marketing card) identifying 
each marketing of farm tobacco for which a check is written, 


To maintain records as provided under Section 25 of the Regula- 


tions (Form 41-Tob-56) and to make such records available for 
examination upon request by any representative of the Marketing 
Quota Section, 


nee Dealers — 


The responsibilities of dealers with respect to records, reports, 
and payment of penalties are as follows: 


i. 


To obtain a nanoreniinn of sale to cover each lot of tobacco 
purchased from a farmer at any place other than a warehouse 
auction sale, 


To obtain Form 41-Tob—64, Bill of Nonwarehouse Sale, for each 
lot of tobacco purchased from a farmer at any place other than 
a warehouse auction sale. 


To present the original of all bills of nonwarehouse sale to 
field assistants for the issuance of memoranda of sale and mak- 
ing of entries on Form 41-Tob-65, Dealer's Record, 


To obtain Form 41-Tob-65, Dealer's Record, from a field assist- 

ant and to keep records on such forms showing all purchases and 

resales, This record is to be kept by each dealer who resells 

(in the form in which tobacco is ordinarily sold by farmers) b] 
more than 10 percent of the tobacco purchased by him, and in the 

case of any dealer who resells less than 10 percent of the to- 

bacco purchased by him the record is to be kept with respect 4 
to any tobacco which such dealer purchases from farmers at any 

place other than a warehouse sale. 


To prepare Form 41~Tob-67, Report of Penalties, for each week 
in which any tobacco subject to penalty is purchased, 
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6, To transmit to the Marketing Quota Section not later than the 
end of the calendar week following the week covered thereby 
all reports prepared on Form 41-Tob-65a and Form 41-Tob-67... 
and remit with such reports the penalty due, (The yellow copy 
of Form 41-Tob-65a will be forwarded to the Marketing Quota. 
Section and the white copy will be retained by the dealer), 


7, To maintain records as provided under Section 26 of the Regula- 
tions (Form 41~Tobd-56), and to make such records available for 
examination upon request by any representative of the Marketing 
Quota Section, 


III held Assistants 


Responsibilities of field assistants with respect to records and — 
reports are as follows: 


1. To issue memoranda of sale and memoranda of sale cleared with- 
out marketing card and to check all within quota memoranda of 
sale issued by warehousemen and scrap receiving points and their 
representatives, 


2, To prepare Form 41-Tob-69, Field Assistant's Daily Report, cover= 
ing eech sale day for each warehouse, 


3. To prepare Form 41-Tob-62, Register of Suspended Sale, listing 
all warehouse sales of farm tobacco which are not covered by a 
memorandum of sale, or a memorandum of sale cleared without mar- 
keting card, by the end of the sale day. 


4, To issue Form 41-Tob-65, Dealer's Record, explain the use of 
such form, and to make entries thereon covering purchases made 
by dealers directly from farmers. 


5. To supply warehousemen and dealers with all necessary forms and 
to assist them, insofar as time is available after performance 
of other duties, in maintaining records and preparing reports. 


6, To assist junior field officers in checking the warehouse 
account whenever possible. 


”, To report to the field officer in charge all cases of apparent 
violation of the Regulations. 


8, To keep strictly confidential all information reported to or 
acquired by the field assistant in the performance of his duties. 
Iv Forms 
The following is a list of forms used by warehousemen, dealers, or 


field assistants in connection with the 1941-42 flue-cured tobacco marketing 
qaota program: 


80 


Title 


" Within Quota Marketing Card 


Within Quota Memorandum of Sale 


Excess Marketing Card 
Excess Memorandum of Sale 


Marketing Quota Regulations 
Report of Indicated Violation 
Marketing Quota Instructions 


Register of Suspended Sales 


Record Book of Scrap Tobacco 
Bill of Nonwarehouse Sale 


Dealer's Record Book 


Auction Warehouse Report 
Report of Penalties 


Memorandum of Sales Cleared 
Without Marketing Card 


Field Assistant's Daily Report 
Correction of Memorandum of Sale 
Market Sales Card 

Authorization to Issue 


Within Quota Memoranda 
of Sale 


County Office Instructions 


To be prepared by 
County Office 
Warehouseman, scrap 
receiving point and 
Field Assistant 


County Office 
Field Assistant 


Issued by the Secretary 
Person reporting 
(Previously issued) 


Field Assistant and 
Warehouseman 


Scrap Receiving Point 
Warehouseman and Dealer 


Dealer, Warehouseman and 
Field Assistant 


Warehouseman 
Warehouseman and Dealer 


Field Assistant 


Field Assistant 

Field Assistant 

Field Assistant 
Warehouseman, scrap re~ 
ceiving point operator, 
field assistant, and 


field officer 


(Previously issued) 


sc] 
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FORMS 41-TOB-45 AND 41-TOB-46, MARKETING CARD AND MEMORANDUM OF SALE 
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_, County offices will iseue to the operator of each farm Having tobacco 
‘pvailable for marketing a "Within Quota Marketing Card" or an "Excess, Market- 
ing Card", Hach marketing card ‘contains ten memoranda: of. sale, which will 
be issued as provided below to identify each marketing of’ tobacco from the 
farm. 


- When a farmer calle at the warehouse office for ‘his check, he should 
present his marketing card to the field assistant, who will issue a memorandum 
of sale. In the absence of a field assistant, a warehouseman or his rep- 
resentative may issue a within quota memorandum of sale, provided the ware- 
houseman or his representative has been so authorized on Form 41-Tob-75. All 
memoranda of sale issued by a warehouseman or his representative will be 
checked against the war ehouse records and initialed by a field assistant. 


In issuing memoranda of sale from within quota marketing cards (Form 
Al-Tob-45) the field assistant, warehouseman (or his representative) will 
enter the name of the warehouse (or dealer's name, registration number and 
state in case of a nonwarehouse purchase by a dealer) date issued, the signa- 
ture of the person issuing the memoranda, date of sale (if memorandum of sale 
is not issued on the day of sale), warehouse bill number, pounds sold, and 
gross price in the appropriate spaces on the "Purchaser's Copy" of the memo- 
randum of sale, The warehouse bill number, pounds sold, gross price, name 
of warehouse (or dealer's name and registration number and state) and the 
date memorandum issued will be entered in the appropriate spaces on the "County 
Office Copy" of the memorandum of sale. In the appropriate spaces on the in- 
side cover of the marketing card, stamp the name and address of the warehouse 
and the date and enter the number of pounds covered by the memorandum of sale. 
(In case of a nonwarehouse purchase by a dealer, enter the name of the’ dealer, 
registration number and the date in lieu of the stamp used for warehouse 
sales.) The field assistant who issues or checks the memorandum of sale will 
ascertain that the name of the farm operator and the name and address of t he 
county agricultural conservation association have been entered on the memo- 
randum of sale, The warehouse bill will be stamped with the warehouse stamp 
to indicate that a memorandum of sale has been issued. | 


Only field assistants are authorized to issue memoranda of sale from 
excess marketing cards (Form 41-Tob-46). — The field assistant will follow the 
procedure outlined above in issuing memoranda of sale from excess marketing 
cards, and in addition will enter in the appropriate spaces the pounds sub- 
ject to penalty and the amount of penalty. If the percent excess is not 
shown on the excess memorandum of sale it will be obtained from the inside 

cover of the excess marketing card, The pounds subject to penalty and the 
amount of penalty will be computed by both the field assistant and the ware- 
houseman (or his representative) or dealer (in case of a nonwarehouse pur- 
chase by a dealer). The field assistant will initial the excess memorandum 
of sale. After verifying the computation the warehouseman (or his represen- 
tative). or the dealer will also initial the excess memorandum of sale. 
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“AL, memoranda of sdle isstied by. warehousemen and their representatives 
will be delivered to the field assistant upon. his request. At the end of 
each sale day the field assistant will forward the "County Office Copy" of 
all memoranda of salé with the "Field Assistant's Daily Report" to the field 
officer in charge, ‘The "Purchaser's Copy".of the memoranda of sale will be 
delivered to the warehouseman and should be kept by him, together with other 
records, as provided in Sections 25, 26, and 32 of the Regulations, 


“TE any erasure has been made on the marketing card, no memorandum of 
sale will be issued from such marketing card. If any alteration has been 
made on the marketing card, no memorandum of sale will be issued unless such 
_. alteration has. been verified and initialed by a field assistant. 


No memorandum of sale will be issued unless it is presented with the 


‘Marketing - ‘card, If any memorandum of sale is missing from a marketing card 


and no entry has been made for that memorandum on the inside cover of the 
, Marketing card, the marketing card will be considered void and will not be 
% acceptable iaten the proper entries have peen made. 


Lf i. MER EAeS of tobacco batik: Pe identified by memoranda of sale 
issued from any within quota marketing card is in excess of the number of 
pounds assigned to the card, the farm operator will be required to sign the 
"Operator's Certificate" on the back of the memorandum of sale, The person 
"who presents the marketing card may sign as agent for the farm operator, pro- 
vided his address is placed below his signature. 


If any person other than the farm operator presents a marketing card, 

a memorandum of sale may not be issued unless the "Authorization For Agent" 
on the back of such memorandum has been signed by the farm operator, The 
person who presents the marketing card may sign as agent for the farm opera- 
tor, ee his address is placed below his signature, 


- If a marketing card is presented for the issuance of a memorandum of 
. sale to identify a marketing of tobacco and the field assistant or warehouse- 


"han (or his representative) has reason to doubt that the tobaeco was produced 


on the farm for which the marketing card was issued, he should require the 

farm operator to sign the "Operator's Certificate" on the back of the memo- © 

randum of sales. If the farm operator refused to sign the "Operator's Cer- 

tificate".on the memorandum or if the signature does not agree with the sig- 

nature appearing on the inside cover of the marketing card, no memorandum 

of sale will be issued and the field assistant should forward the marketing 
card to the ae officer in charge. 


ils AiR cis diaroeiing quota has been entered on the inside cover of any 
excess marketingicard, the total of all memoranda of sale issued from such ‘ 


card may not exceed the marketing zd ee to such card, 
FORM 41-TOB-58 REPORT OF INDICATED VIOLATION 


2S. SII, Se Se - ‘ & 


Form 41-Tob-58, Report of Indicated Violation, is for uge by a field 
assistant, or any other individual who has information which leads him to 


sae 


_believe that any tobacco has been or is being marketed under the marketing © 
card for a particular farm which actually was produced on a different farn. 
This form may be used..to report information indicating that any effort has 
been made or is being made to evade the payment of penalty on the marketing 
of excess farm tobacco, 


In preparing Form 41-Tob-58, the name and address of the county agri- 
cultural conservation association or the field assistant's name and the mar- 
ket will be entered in the upper right-hand corner. The names andaddresses 
of all persons involved and all information available relative to the in- 
dicated violation will be entered in the spaces provided on the form. The 
person reporting will sign in the space provided, enter the date and his 
title in the appropriate spaces and forward the original and first carbon 
copy immediately to the field officer in charge, The second carbon copy 
may be retained by the person reporting. 


FORM 41-TOB-62, REGISTER OF SUSPENDED SALES 


fat Deshpande ECD hn SecA Nei cetrremactiess and enero thc aed tte asia race Aten tess 


A record of suspended farm sales will be maintained for each warehouse 
on Form 41~Tob-62, Register of Suspended Sales. This register consists of 
a book of 50 pages, in duplicate, and no book will be used at more than one 
warehouse. The field assistant will stamp the name of the warehouse and mar- 
ket on the "Record of Issuance of Register of Suspended Sales" and forward 
such form to the field officer in charge. 


Bach warehouse bill covering "farm tobacco" for which a memorandum of 
sale has not been issued by the end of the sale day will be presented to the 
field assistant who will stamp such bill "Suspended" and enter on the ware- 
house bill his initials and the serial number of the Register of Suspended 
Sales on which the suspended sale is listed, The field assistant will enter 
in the spaces provided on the Register of Suspended Sales the name of the 
warehouse and market and the date of the sale day covered by the report. The 
warehouse bill number, the name appearing on the warehouse bill, the total 
pounds sold and the gross price will be entered on the Register of Suspended 
Sales, The total of the columns headed "Pounds" and "Gross Price" will be 
entered in the spaces provided. 


The warehouseman or his authorized representative will check the register 
of suspended sales and warehouse bills to be sure that no resales have been 
listed, After completion of this check a warehouse representative and the 
field assistant will each sign the Register of Suspended Sales. The original 
will be detached by the field assistant and forwarded, with the "Field Assist-— 
ant's Daily Report" to the field officer in charge, The official records of 
clearance of suspended sales will be maintained in the field office but a ref- 
erence record will be maintained at the warehouse, 


If a marketing card is presented to a field assistant for the purpose 
of obtaining a memorandum of sale to cover a marketing of tobacco which has 
been listed on the register of suspended sales, he will issue such memorandum 
of sale and stamp both the "Purchaser's Copy" and the "County Office Copy" of 
the memorandum of sale "Suspended", in order to keep them separate from the 
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current day's sales, and will enter on the register of suspended sales the date 
issued and the serial number of the memorandum of ‘sale, The "Purchaser's Copy" 


of the memorandum of sale will be delivered to the, warehouseman by the field * 
assistant. 
If a field assistant is not available, the warehouseman (or his rep- f 


resentative) may issue a meworandum of sale from a within quota marketing card 
as outlined above to cover a marketing of tobacco which has been listed on the 
register of suspended sales. Both the “Purchaser's Copy"*#and the "County 
Office Copy" of such memoranda of sale issued by the warehouseman (or his rep- 
resentative) will be attached to the "Register of Suspended Sales" until re- 
moved by the field assistant, 


If a memorandum of sale is not issued within four weeks after the date 
of marketing of the tobacco, the field assistant will prepare Form 41-Tob-68, 
Memorandum of Sale Cleared Witheut Marketing Card, as hereinafter provided and 
will enter the date and serial number of the memorandum of sale cleared with- 
out marketing card on the register of suspended sales, 


FORM 41-TOB-63, RECORD OF SCRAP TOBACCO 


Field assistants will issue Form 41-Tob-63, Record of Scrap Tobacco, to 
the operator of regular scrap tobacco receiving points which have been author- 
ized on Form 41-Tob-75 to issue within quota memoranda of sale, Instructions 
for the use of Form 41-Tob-63 are contained on the inside cover of record book 
and in Supplement No. 1 to these instructions. 


FORM 41-TOB-64, BILL OF NONWAREHOUSE SALE 


Forms 41-Tob-64, Bill of Nonwarehouse Sale, are prepared in books of 25 
and a book will be issued by the field assistant upon request by a dealer, In 
issuing these books the field assistant will enter the name of the dealer, his 
registration number and state and his permanent address on the outside cover of 
the book and on the receipt for "Bill of Nonwarehouse Sale Book", The. receipt 
will be detached by the field assistant and forwarded to the field officer in 
charge. 


The instructions for preparation of Bills of Nonwarehouse Sale are con- 
tained on the inside cover of the Bill of Nonwarehouse Sale Book and should be 
called to the attention of the dealer. Form 41-Tob-64, Bill of Nonwarehouse 
Sale will be prepared as follows: 


1. Enter the. date end the name of the state and county wherein the farm 


is located, together with the farm serial number in the space pro- 
vided, nN 
2. Enter in item 1 the name and address of the farm operator. UO) 


3, Enter in item 2 the name of the dealer and his registration 
nunber and state. Also, enter the name of the person making 
' the purchase if other than the dealer, | 


pte inrs 


A, Enter in item 3 the pounds sold and the gross price, The serial 
number of the memorandum of sale will be entered by the field 
assistant or warehouseman who issuea the memorandum of sale, 


5, The farm operator and the buyer will sign the certification on 

the Bill of Nonwarehouse Sale and the post card copy of the Bill 

‘of Nonwarehouse Sale will be detached and mailed by the farm | 
operator not later than the day following the date of sale, The 
dealer will present the original of the Bill of Nonwarehouse 
Sale to a field assistant or warehouseman (or his representative 
together with the marketing card issued for the farm for the 
issuance of a memorandum of sale. The field assistant will for- 
ward all original bills of nonwarehouse sale to the field officer 
in charge. 


FORM 41-TOB-65, DEALER'S RECORD 


Bach dealer who purchases tobacco from farmers at any place other than 
an auction warehouse sale, or who resells (in the form in which farm tobacco 
is ordinarily sold) more than ten percent of the tobacco purchased by him will 
keep a record and make reports on Form 41-Tob-65, Dealer's Record, showing his 
purchases and resales of tobacco, The dealer will obtain Form 41-Tob-65 from 
a field assistant of the Marketing Quota Section. The dealer will supply the 
information required for the "Receipt for Dealer's Record" and when all the 
necessary information has been entered, the dealer and the field assistant will 
sign in the spaces provided on the receipt and the field assistant will detach 
the receipt and forward it to the field officer in charge. 


_. All purchases and resales of flue-cured tobacco made by the dealer will 
be entered in the Dealer's Record in accordance with the instructions contained 
on the inside front cover, In making entries on any Dealer's Record the field 
_assistant or warehouseman should be careful to see that the back cover of the 
record book is properly folded under the page on which entries are being made 
to avoid making impressions on the carbon copies of other pages. Both- the 
warehouseman and field assistant should see that the cumulative total of all 
resales of the dealer are never in excess of the total purchases. 


If any dealer purchases farm tobacco that is subject to penalty the 
field assistant will enter the amount of penalty in the column headed "Nane 
and Signature and Amount of Penalty, if any" following his signature. 


If any dealer resells tobacco which was produced prior to 1941, such 
_ fact should be clearly shown on the Dealer's Record, 


All Forms 41-Tob-65 on which entries have been made will be signed by 
the dealer and the yellow copies (41-Tob-35a) will be forwarded to the Mar- 
keting Quota Section not later than the end of the calendar week next follow- 
ing the week in which the transactions occurred, The white copies (41-Tob-65) 
will be retained in the record book as the dealer's permanent record, 
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FORM 41-TOB-66, AUCTION WAREHOUSE REPORT. 


Varehousenéen will prepare Form 41-Tob-66, Auction Warehouse Report for ¢ 
each sale day summarizing the day's business. This form will be prepared as 
follows:. Og: Pe ae. 


ig “Enter the date of the sale day covered by the report, the name 
-. of the warehouse, the warehouse registration number and state 
and the market in the spaces provided, a 


2. Enter the registration number and state and the name of each 
buyer, dealer and other warehouseman who purchased or resold 
tobacco at auction during the sale day. The total pounds pur- 
chased, the gross price of purchases, the total pounds resold 
and the gross price of resales for each dealer will be entered 
opposite such dealer's name and registration number in the 
appropriate columns, 


3 Enter in the line numbered "1" (near the bottom of the report) 
the total pounds purchased, gross price of purchases, total 
pounds resold and gross price of resales for all leaf. tobacco 
handled through the warehouse leaf account for the sale day. 
Do not include any floor sweepings in this item. 


4, Enter in the line numbered "2" the number of pounds and gross 
price of all floor sweepings (bundles, leaves or accumulation 
of tobacco) sold by the warehouse on this floor on this sale 
day. . ees e 

5. Unter in the line numbered "3" thé total of all the entries 
appearing above, eo ep 7 


6, Enter in the line numbered "4" the result obtained by subtract— 
ing Resales from Purchases, iy Pmt: 


7. Enter below the line nunbered "5! the total pounds purchased, 
the gross price, total pounds resold and the gross price of 
resales of all tobacco purchased or resold for the warehouse 
leaf account at other warehouses and all tobacco purchased 
from or resold to dealers for the warehouse leaf account, to= 
gether with the registration number and state and name of such 
dealer or other warehouse, 


8, Enter the weight of the floor sweepings accumulated during this 
sale day in the space provided at the bottom of the report, 


The warehouseman or his authorized representative will sign the report 
in the space provided and forward the original to the Marketing Quota Section 
not later than the end of the next following calendar week. The carbon copy 
will be retained in the warehouse files and will be used by junior field 
officers in checking the warehouse account. 


t, 
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FORM 41-TOB-67, REPORT OF: PENALTIZS 
Each warehouseman and dealer will prepare sach week Form 41-Tob-67, 
Report of Penalties. There should be listed on this report information with 
respect to each Form 41-Tob—46, Memorandum of Sale, and each Form 41-Tob-68, 
Memorandum of Sale Cleared Without Marketing Card issued during the week show- 
ing tobacco subject to penalty. If no penalty memoranda are issued during 
any week, the report on Form 41-Tob-67 for that week need not be made unless 
specifically requested by the Marketing Quota Section, The Report of Penalties 
will be prepared as follows: eT ea 


1. Enter the date of the last day of the week covered by the re- 
port, the name ‘and address of the warehouse or dealer and the 
registration number and state in the spaces provided near the 

 top'of the report. | c 


2. Enter in the appropriate columns the name of the farm operator, 
- the serial number of each excess memorandum of sale (including 

the letter preceding the serial number) and the serial number 
of each memorandum of sale cleared without marketing card, the 
date of the excess memorandum of sale or the memorandum of sale 
cleared without marketing card was issued by the field assist- 
ant, the total pounds sold, gross price, the percent excess, and 
the amount of penalty. (The amount of penalty is determined by 
multiplying the number of pounds sold by the percent excess and 
the result by ten cents per pound.) 


3, Total the columns headed "Total Pounds", "Gross Price", and 
Penalty" and enter the results in the spaces provided, 


4, Enter in the certification only the serial numbers of those memo- 
randa listed on the report wherein an amount equivalent to the 
penalty was not deducted from the purchase price paid the pro- 
ducer but is being paid by the warehouse. Do not enter the ser- 
ial numbers of any memoranda listed on the report wherein an 
amount equivalent to the penalty was deducted from the purchase 
price paid the producer. 


5, The Report of Penalties will be signed by the warehouseman or 
his authorized representative, or by the dealer, The original 
of the report, accompanied by the amount of penalty shown to 
be due, will be forwarded to the Marketing Quota Section not 
later than the end of the week next following the calendar week 
covered by the report. All checks, drafts or money orders cover~ 
ing penalties should be made payable to the "Treasurer of the 
United States", The carbon copy will be retained by the ware- 
houseman or dealer. 


FORM 41-TOB-68, MEMORANDUM OF SALE CLEARED WITHOUT MARKETING CARD 


If no memorandum of sale is obtained within four weeks after the mar- 
keting of any lot of "farm tobacco" at an auction warehouse sale the field 


ee 


assistant will issue Form 41-Tob-68, Memorandum 6f Sale Cleared Without Mar= ~ 
keting Card, These forms are contained in books of 20, in triplicate, and 

no book will be used at more than one warehouse, #he field assistant will _ $ 
stamp the name and address of the warehouse and enter the date issued on the 
"Record of Issuance of Memorandum of Sale Cleared Without Marketing Card" mm | 
and forward such record to the field officer in charge. pritboes pe t 


In issuing memoranda of sale cleared without marketing card the field | 
assistant will enter the name and address of the producer, name of county, 
name of warehouse, date of sale, warehouse bill number, suspension number, © 
gross price, pounds sold, and the amount of penalty in the appropriate. spaces. 
The warehouseman or his representative will check the memorandum of sale 
cleared without marketing card and will place his initials by the field assist- 
ant's signature, The "county office copy" will be mailed to the field officer 
with the field assistant's daily report and the "warehouse copy" will be de- 
livered to the werehouseman or his representative. The "permanent copy" will 
renain in the book, The date and serial number of the memorandum of sale 
cleared without marketing card will be entered on Form 41-Tob-62, Register 
of Suspended Sales. 


FORM 41~TOB-69, FIELD ASSISTANT'S DAILY REPORT 

A report on Form 41-Tob-69, Field Assistant's Daily Report, will be pre- 
pared covering the sales made by each warehouse each sale day. The name of 
the warehouse and market, the date of the sale day covered by the report and 
the warehouse registration number and state will be entered in the spaces pro- 
vided, 


The warehouse recap showing the number of pounds and price of the gross 
warehouse sale, (including all resales and all farm sales) will be entered in 
the appropriate spaces in Section I. If available, the warehouseman or his 
representative, should initial these entries. 


The number of memoranda issued, number of pounds covered by such memo- 
randa, the gross price and the amount of penalty for this sale day will be 
entered in Section II. (Totals of Forms 41-Tob-45, 41-Tob-46, 41-Tob-62, and 
41-Tob-68 will be entered separately in the appropriate spaces). 


The total number of memoranda issued, number of pounds covered by such 
munoranda, the gross price and the amount of penalty for previous sale days 
which have been cleared from suspension since the last preceding report will 
be entered in Section III. 


The serial number of each memorandum of sale subject to penalty and ; 
each memorandum of sale cleared without marketing card will be entered in 
Section IV. ‘ 


In preparing the "daily report" the field assistant will total separately 
all Forms 41-Tob-45, 41-Tob-46, and 41-Tob-68. Each of these forms will be 
sorted in groups of 100. If any group contains fewer than 100 forms, the exact 
number of such forms will be entered on the adding machine tapes used in 


QQ 
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totaling the pounds and price. All memoranda of sale will be retained in the 
order in which they were added to facilitate checking the items on the tapes. 
Each adding machine tape will be folded around the applicable memoranda of 
sale and will be held in place by rubber bands. = _—s. wi 


The field assistant will enter the date of the last preceding field 
assistant's report in the space provided in Section III and the weight of the 
floor sweepings accumulated on the warehouse floor this sale day in the ap- — 
propriate space at the bottom of the form, He will then enter the date, sign 
the report, and forward the original and first carbon copy of the field assist- 
ant's daily report, the register of suspended sale, the county office copy of 
all memoranda of sale and memoranda of sale cleared without marketing card is—- 
sued and the adding machine tapes used in determining the totals for the re- 
port to the field officer in charge. The field assistant will retain the sec- 
ond carbon copy of the report. Junior field officers will check the reports 
of field assistants and assist in the preparation of such reports as time per- 
mits after the completion of other duties. ee . 


FORM 41-TOB-70, CORRECTION OF MEMORANDUM OF SALE 


Form 41-Tob-70 is to be used by field assistants for correcting memoran-— 
da of sale on which any error was made at the time of issuance. _In preparing 
this form the field assistant will enter the form number (455° 46, or 68) of 
the memorandum which is in error, the serial number of such memorandum, date 
issued, date of sale and the warehouse bill number in the spaces provided. In 
the box appearing beneath the word "From" the field assistant will enter the 
information shown on the original memorandum of sale. In the box beneath the 
word "To! the field assistant will enter the correct information, The name of 
the farm operator, address of the county agricultural association and farm 
serial number, and the reason the correction is being made wiil ce entered in 
the spaces provided. After signing and entering the current date the field 
assistant will deliver the "Warehouse Copy" to the warehouseman and forward the 
"Marketing Quota Section Copy" and "County Office Copy" to tne field officer 
in charge. 


FORM 41-TOB-73, MARKET SALES CARD 


Forms 41—-Tob-73 are used by the Agricultural Marketing Service and the 
Marketing Quota Section to obtain current market information. It is essential 
that these forms be completed and mailed promptly. One field assistant on 
each market will prepare two Forms 41-Tob-73, one card will be mailed to the 
Tobacco Market News, Agricultural Marketing Service, and the other to the Mar- 
keting Quota Section. Such person will stamp the name of each warehouse and 
mates in the spaces provided. The total pounds sold and the gross price paid 
at ecvh warehouse at which sales were held during the day will be entered in 
the apcropriate spaces. If more than one card is required, each card should 
be numvered (i.e., 1 of 2 or 2 of 2). The field assistant will then affix his 
signature and mail the forms immediately. 


FORM "41-20B-75, ee 10: ISSUE WITHIN = MEMORANDA OF SALE 


Each pret Saeed wi th” thee ad di oe a field gest aude will prepare Form: 1 


41-Tob-75 in triplicate. These forms should be completed. prior to the opening 
of the markets. 


The name of the warehouse or dealer (in case of a scrap tobacco receiv- 
ing point), Registration No. and State and address of the warehouse or scrap 
tobacco receiving point will be entered in the spaces provided, The form of 
organization (corporation, partnership or sole proprietorship) will be shown 
by a check mark, The names, titles, and addresses of the officials and em- 
ployees will be entered in the spaces Peowators 


The names, signatures, and titles of the persons designated to issue 
within quota memoranda of sale on behalf of the.warehouseman or dealer will 
be entered in Section B above the signature of the official making the desig- 
nations. The field assistant will affix his signature and forward all three 
copies to the field officer in charge. 


After approving the authorization the field officer will enter the date 
and affix his signature. One copy of the form will be returned to the ware- 
houseman or dealer, one copy will be forwarded to the Marketing Quota Section, 
and _ the ae copy will be retained in the field office, 
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Scrap Tobacco 


This bea unetead to the instructions sets forth the manner of. 
handling records and reports covering scrap tobacco.. 


The re sponsibilities 


of scrap tobacco receiving points, truckers and dealers, and field 
assistants are outlined in that order. 


SECTION V. SCRAP TOBACCO RECEIVING POINT 


The responsibilities of scrap tobacco receiving points with respect 
to records, reports and liability for penalties are as follows: 


te 
2. 
oa 
, , 
| 
5, 


To obtain authorizétion to issue within quota memoranda of 
sale on Form 41-Tob~75, "Authorization to Issue Within Quota 
Memoranda of Sale," 


To obtain Form 41-Tob-64, "Bill of Nonwarehouse Sale", and 
issue a memorandum of sale with respect to each lot of scrap 
tobacco produced on the farm for which a within quota marketing 
card wags issued and delivered to the receiving point by a 
dealer or trucker and directly by the farmer producing such 
tobacco, (In case any scrap tobacco is received from a farm 
for which an excess marketing card has been issued the mem~ 


-orandum of sale covering such tobacco is to be issued by a 


field assistant). 


To keep records so as to show. the name of the operator of 
the farm on which each lot of scrap tobacco received by the 
receiving point was purchased and the name, if any, of the | 
dealer or trucker delivering such tobacco. 


To make appropriate entries on Forms 41-Tob-63, "Record of 
Scrap Tobacco", showing for each day the amount of tobacco 
received from each trucker or dealer and from farmers. 
(Pending receipt of Form 41-Tob-63, Form 41-Tob-65, 
"Dealer's Record" will be used for this purpose). 


To forward to the Marketing Quota Section, Agricultural | 
Adjustment Administration, Washington, D. C., the ae ae 
on Form 41-Tob-63 (or Form 41-Tob-65) prepared during © 
each week not later than the end of the following calendar 
week, 


6. 


io 


a Oh 


To submit with the report for each week Form 41-Tob~63 
(or Form 41~Tob-65) the original copies’ ofall Bills of 
Nonwarehouse Sale issued with respect to scrap tobacco 
covered by the report. | y 


To maintain records as provided in Section 26 of the regu- 


_ lations (Form 41~Tob=56) and to make such records av@ilable 


for examination upon request by any representative of the 
Marketing Quota Section. 


VI, .TRUCKERS AND DEALERS 


The responsibilities of truckers and dealers delivering scrap | 
tobacco to receiving points with respect to records and reports are. 9; 


@s follows: 


i 


2. 


To execute, together with the operator of the farm fron 
whom the tobacco was purchased, a Bill of Nonwarehouse 
Sale covering each lot of scrap tobacco obtained from a 
farmer, : ean ; 


To hand the post card copy of the Bill of Nonwarehouse Sale 
to the operator of the farm as soon as it is prepared. and 

to submit the originel copy of eech Bill of Nonwarehouse 
Sale to a person authorized to issue memoranda of sele at 
the receiving point at the time the scrap tobacco covered 
by the Bill of Nonwarehouse Sale is delivered to the. receiv~ 
ing point. 


VII. FIELD ASSISTANTS 


The responsibilities of field assistants with respect to records 
and reports of scrap tobacco are as follows: 


1. 


To assist in the preparation of Form 41-Tob-75, "Authoriza— 
tion to Issue Memoranda of Sale", for each scrap tobacco 
receiving point eligible for such authorizetion under the 
regulations. 


To issue Form 41-Tob-63 (or Form 41—Tob-65) and explain the 
use and preparation of such form. 


To make a periodic check of the memoranda of sale, Bill of 
Nonwarehouse Sale, and other records of each scrap tobacco 
receiving point, and to issue memoranda of sale with respect 
to scrap tobacco received from firms for which excess mar~ 
keting cards have been issued. 


To report to the field officer in charge all cases of ap-. 
parent violation of the regulations including any failure 
to make and keep complete and accurate records. 


5, 


ele er 


To keep strictly confidential all information reported to 
or acquired by field assistants in the performance of their 
duties. 


VIII, FORMS 


The following forms will be used in connection with the purchase 
of scrap tobacco: 


ip 


Form 41-Tob-45, "Within Quota Marketing Card", and Memoranda 
of Sale issued therefrom. The memoranda of sale will be 
issued only by a person authorized to issue memoranda of 
sale on Form 41-Tob-75 and then only at the receiving point. 
The memoranda of sale for scrap tobacco will be prepared in 
accordance with the instructions contained in Form 41-Tob-61 
"Marketing Quota Instructions, Flue-cured Tobacco", except 
that the notation "Scrap" should be made on both copies of 
the memorandum of sale and on the inside front cover of the 
marketing card beside the entry of the pounds, The "Oper- 
ator's Certificate" on each memorandum of sale should be ex- 
ecuted by the operator and the "Authorization for Agent" on 
the back of the memorandum should be executed in any case 
where the operator is not present at the time the memorandur 
is issued. 


Form 41-Tob-46, "Excess Marketing Card." Memoranda of sale 
from excess marketing cards may be issued only by a field 
assistant. 


Form 41+-Tob-75, “Authorization to Issue Within Quota Memo- 


randa of Sale." To be prepared in triplicate as provided 
on the form. 


Form 41-Tob-64, "Bill of Nonwarehouse Sale", To be prepared 
by the farm operator and by the person obtaining the tobacco 
from the farm operator (the trucker or the dealer in cases 
where the tobacco is picked up at the farm, or a person at 
the receiving point in case the tobacco is delivered to the 
receiving point by the farmer). The word "Scrap" should be 
written at the top of each bill, and the person issuing the 
memorandum of sale corresponding to each Bill of Nonwarehous 
Sale will show in the space provided on the bill the serial 
number of the memorandum of sale, The original copies of al 
Bills of Nonwarehouse Sale will be forwarded to the Marketin 
Quota Section together with the weekly report on Form 
41-Tob-63 or Form 41-Tob-65, reporting the scrap tobacco 
covered by the bills. 


Form 41-Tob-63, "Record of Scrap Tobacco", To be prepared i 


accordance with the instructions on the inside cover of the 
form, (Pending delivery of this form to scrap tobacco recei 
ing points, Form 41-Tob-65, "Dealer's Record" will be used, 
This report will be prepared in accordance with the attached 
page of instructions which should be stapled to the inside 
front cover of the Dealer's Record over the present instruc-— 
tions for preparation of the form), 
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LAL Form 41-Tob-61 (Burley 7 2 Issued November 10, 1941 


Dark Air-cured and Fire-cured) 
T55sF 


~UNttEp sTamms DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTNENT ADMINISTRATION 
‘MARKETING Bau SECTION 


MARKETING QUOTA INSTRUCTIONS 


(Bygteges Dark ‘Mr-cured, and pec aha Tobacco,” 1941-42 eee etn Year) 


These beatene Hens eet forth the manner of handling records and re- 
ports used in connection with the marketing quota program (Burley, Dark Air- 


cured, and Fire-cured: tobacco, 1941-42 marketing year). 


Of warehousemen, dealers and field assistants are outlined in that order. 
Section IV of these instructions lists the forms and reports to be used, 
together. with instructions for the Pepereecer sia such ie and reports, 


I. TAxeunueeen 


‘The Poceore bilities of warehougemen with respect. to records, re- 
ports and payment of praia are as potiowa 


th 

a, 

as 

a 
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o 
3. 
4. 
5. 
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a fb0 obtain a icmbimeaan th of eave (or a memorandum of sale steaned 


without marketing card) .to-cover each marketing of farm tobacco 
through the warehouse. 


To obtain Form 41- Tob-64, Bill of Nonwarehouse Sale and a memo- 
randum of sale for. each -lot-of tobacco purchased by the ware- 
house from a farmer at any place other than 4 warehouse auction * 
sale, 


Do obtain a, listing on Form 41-Tob-62, Register of Suspended 


Sales to cover any marketing of farm tobacco at a warehouse 
sale that is not covered oY a petoreneum of sale by the end 


of the sale. oan 


To ean. ‘records sO as “eo. ator the name of. the person (and in 
the case of a sale for a farmer the name of the operator of 


.the farm on which the- pOpasee was BEHaced ee whom each lot 
of tobacco is marketed, no 


De eer escoran co ae to identity all purchases and: resales 


made for the warehouse leaf account and to maintain a separate 


_ account with respect to. the amount of floor sweépings accumu- 


lated and the disposition. of ch floor sweepings. 


To make appropriate entries, on he 41-Tob-65, Dealer! s Record, 


showing the total purchases and resales. made by each dealer dur- 


ing each sale day at the Rerehouss: 


The responsibilities 


LO» 


Tals 


iz. 


ee 


To prepare a summary of each day's business on Form 41-Tob-66, 
Auction Warehouse Report. 


To prepare Form 41-Tob-67, Report of Penalties, for each week 
in which any gales are made subject to penalty. 


To submit to the Marketing Quota Section, Agricultural Adjust- 
ment Administration, Washington, D. C., all reports prepared 
during each week on Form 41-Tob-66 and Form 41-Tob-67 not 
later than the end of the next following calendar week, and 

to remit with such reports the penalty due. 


To compute the amount of penalty on each excess ; memorandum of 
sale and each memorandum of sale cleared peu 5 cand: 


To keep the check register or the check ‘stubs so as to show 
thereon the serial number of the memorandum of sale (or memorandum 
of sale cleared without marketing card) or the serial number of 
the warehouse bill(s) identifying each marke ting Ge farm ponReee 
for which a check is written. 


To maintain records as. provided under Section 25 of the Regula- 
tions. and to make such records available for examination upon 
request by any representative of the Marketing Quota Section. 


II Dealers 


omathe responsi bilities. of dealers with respect to recancs; reports, 
and payment of penalties are as follows: 


iw 


To obtain a memorandum of sale to cover each lot of tobacco pur- 
chased from a farmer at any. place other a a Wace pune auction 
sale. 


To obtain Form 41-Tob-64, Bill of Nonwarehouse Sale, for each 
lot of tobacco..purchased from a farmer ay wi place other than 
a warehouse auction. sale. : 


To present the original of all bills of nonwarehouse sale to 


field assistants of the Marketing Quota Section for the issuance 
of memoranda of sale and making of gg on Horm 41-Tob-65, 
Dealer's Record..- 


To ese Tea 41-Tob-65, Dealer's Record, from a field assist-— 
ant and to keep records on such forms showing all purchases and 


-resales. This record is to be kept by each dealer who resells 
(in the form in which tobacco is ordinarily sold by farmers) 


more than 10 percent of the tobacco purchased by him, and in 
the case of any dealer who resells less than 10 percent of the 
tobacco purchased by him the record is to be kept with respect 
to any tobacco which such dealer purchases from farmers at any 
place other than a warehouse auction sale, 


a By xe 


To prepare Form 41-Tob-67, Report of Penalties, for each week 
in which any tobacco pore to. ee ate is: pa ad Se from 


farmers. 


yon Pee 
To transmit.to the Marketing Quota Section not later than the 
end of the calendar week“ foktbowing..the week covered thereby 
all reports prepared on Form 41-Tob-65a and Form 41-Tob+67 
and remit with such reports the penalty, due. (The yellow copy 


of Form 41-Tob-65a will be forwarded to the Marketing Quote 


Section and the white copy will be retained by the dealer). 


To. maintain records as provided under Section 26 of tne Regula— 


tions, and to make such records available for examination upon 
request by any representative of the Marketing Quota Section. 


III Field Assistants 


Responsibilities of field assistants with eepec to records and 
reports are as follows: y 


iL. 


wil 'S issue en of sale. and memoranda of sale cleared with- 


out marketing card and to check all within quota memoranda, of 
sale issued by warehousemen and their representatives. 


To prepare Form 41-Tob-69, Field Assistant's Daily Report, 
covering each sale day for each warehouse. 


To prepare Form 41—-Tob-62, Register of Suspended Sale, listing 
all warehouse sales of farm tobacco which are not covered by a 


memorandum of sale, or a memorandum of sale cleared without 


marketing card, by the end of the sale day. 


To issue Form 41-Tob-65, Dealer's Record, explain the use of 
such form, and to make entries thereon covering purchases made 


- .by dealers directly from farmers. 


To supply warehousemen and dealers with all necessary forms and 
to assist them, insofar as time is available after performance 
of other duties, in maintaining records and preparing reports. 


To assist junior field officers in checking the warehouse 
account whenever possible. 


To report to the field officer in charge all cases of apparent 
violation of the Regulations. 


To keep strictly confidential all information reported to or 


- acquired by the field aust Skane in the performance of his duties. 


xp 


IV Forms 


The fol lowines isa list “of the een used by Witch conee, dealers, or 
field assistants in connection with the 1941-42 Burley, dark air-cured and fire- 
cured tobacco marketing quota PRger ay - 


49 


50 


Excess Memorandum of Sale 


Sl 


52 


Title 
Within Quota Marketing Card (Burley) 
Within Quota Memorandum of Sale 


Excess Marketing Card (Burley) 
Excess Memorandum of Sale 


Within Quota Marketing Card (Fire-cured) 
Within Quota Memorandum of Sale 


Excess Marketing Card (Fire-cured) 


a 


Within’ Quota Marke ting Card (Dark Air-cured) — 


Within Quota, Memorandum of Sale 


Excess Marketing Card (Dark Air-cured) 
Excess Memorandum of Sale 


Marketing Quota Regulations (Burley) 

Report of Indicated Violation | 

Marketing Quota Regulations (Fire-cured) 
lwarketing Quo ta Regulations (Dark peak da 
Marketing Quota Instructions 


Register of Suspended Sales 


r 


Bill of Nonwarehouse Sale 


Dealer's Record Book 


Auction warehouse Report 


‘Report of Penalties 


Memorandum of Sales Cleared YVithout 


_ Marketing Card .. 


Field Assistant's Daily Report 
Correction of Memorandum of Sale 
Market Sales Card 


Authorization to Issue Within Quota 
Memoranda of Sale 


To be prepared by 
' County Office 

- Warehouseman and 

Field Assistant 

County Office 

Field Assistant 


County Office 
Warehouseman and 


Field Assistant 


County | Office .. 
Field Assistant 


County Office 


Warehouseman and 
Field Assistant 


County Office. 


_-Field Assistant 


(Previously issued) 


Person reporting 


(Previously issued) 


(Previously issued) 


(Previously issued) 


Field Assistant and 
Warehouseman 


Varehougeman and Dealer 


“Dealer, Warehouseman and 


Field Assistant 


 Warehouseman 


Warehouseman: and Dealer 


Field Assistant 


Field Assistant 


Field Assistant 
Field Assistant 


Warehouseman, Field 
Assistant and Field 
Officer 


ste hg 
MARKETING CARDS AND MEMORANDA OF SALE 


County offices will issue to the operator of each farm having Burley, 
dark air-cured or fire-cured tobacco available for marketing a "‘ithin quota 
Marketing Card" or an "Excess Marketing Gard". Each marketing card contsins— 
five memoranda of sale, which will be issued as provided below to identify 
each marketing of tobacco from the farm. 


Then a farmer calls at the warehouse office for his check, he should 
present his marketing card to the field assistant, who will issue a memo- 
randum of sale. In the absence of a field assistant, a warehouseman or his 
representative may issue a within quota memorandum of sale covering a ware- 
house auction sale, provided. the warehouseman or his representative has been 
so authorized on Form 41-Tob-75. All memoranda of sale issued by a.ware- |. 
houseman or his representative will be checked against the warehouse records | 
and initialed by a field assistant. ae 


In issuing memoranda of sale from within quota marketing cards the | 
field assistant, warehouseman (or his representative) will enter..the name of 
the warehouse (or dealer's name, registration number and state in .case.of .., 
a nonwarehouse purchase by a dealer) date issued, the signature of the person 
issuing the memoranda, date of sale (if memorandum of sale is not issued on — 
the day of sale), warehouse bill number, pounds sold, and gross price in the 
appropriate spaces on the "Purchaser's Copy" of the memorandum of sale. The 
warehouse bill number, pounds sold, gross price, name of warehouse (or dealer's 
name and registration number and state) and the date memorandum issued will be 
entered in the appropriate spaces on the "County Office Copy" of the memorandum 
of gale. In the appropriate spaces on the inside cover of the marketing card, 
stamp the namé and address of the warehouse and the date and enter the number 
of pounds covered by the memorandum of sale. (In case’of a nonwarehouse 
purchase by a dealer, enter the name of the dealer, registration number and © 
the date in lieu of the stamp used for warehouse sales.) The field assistant 
who issues or checks the memorandum of sale will ascertain that the name of 
the farm operator and the name and address of the county agricultural con- 
servation association have been entered on the memorandum of sale. The ware- 
house bill will be stamped with the warehouse stamp to indicate that. a memo- 
randum of sale has been issued. 


Only field assistants are authorized to issue memoranda of sale from 
excess marketing cards. The field assistant will follow the procedure out-— 
lined above in issuing memoranda of sale from excess marketing cards, and. 
in addition will enter in the appropriate spaces the pounds subject to penalty 
and the amount of penalty. If the percent excess is not mown on the excess 
memorandum of sale it will be obtained from the inside cover of the excess _ 
marketing card. The pounds subject to penalty and the amount of penalty will 
be computed by both the field assistant and the warehouseman (or his represen- 
tative). or dealer (in case of a nonwarehouse purchase by a dealer). The field 
assistant will initial the excess memorandum of sale. After verifying the 
computation the warehouseman (or his representative) or the dealer will also 
initial the excess memorandum of sale. DP aie Hh ECTS es ea a 


at ent 


All neusiebds of gale issued by warehousemen and their representa~ 
tives will be delivered to the field assistant upon his ‘request. At the 
end of each sale day the field assistant will forward the "County Office 
Copy" of all memoranda of gale with the "Field Assistant's Daily Report" 
to the field officer in charge. The "Purchaser's Gopy" of the memoranda 
of sale will be delivered to the warehouseman and should be kept by hin, a 
together with other records, ag provided in Sections 25, 26, and 32 of the i 
Regulations. 


If any erasure has been made on the’ marketing card, no. ’ netieeaneiiee 
of sale will be issued from such marketing card. If any alteration has 
been made on the marketing card, no memorandum of sale will be issued 
unless such alteration has been verified and initialed by a field assistant. 


No memorandum of sale will be issued unless it is presented with the 
marketing card. If any memorandum of sale is missing from a marketing card 
and no entry has been made for that memorandum on the inside cover of the 
marketing card, the marketing card will be considered void and will not be 
acceptable until the proper entries have been made. 


If the quantity of tobacco previously identified by memoranda of 
sale issued from any within quota marketing card is in excess of the number 
of pounds assigned to the card, the farm operator will be required to sign 
the "Operator's Certificate" on the back of the memorandum of sale, The 
person who presents the marketing card may sign as agent for the farm 
operator, provided his address is placed below his Se 


If any person other than the farm operator presents.a. “marketing card, - 
a memorandum of sale may not be issued unless the "Authorization For Agent" 
on the back of such memorandum has been signed by. the farm. operator. ..The . 
person who- presents the marketing card may sign as agent. for the frm hea 
ator, provided his address is placed below his signature. ~ 


If a marketing card is presented for the issuance of a memorandum of 


sale to ideritify a marketing of tobacco and the field assistant or. ware- 
houseman (or his representative) has reason to doubt that the tobacco was. 
produced on the farm for which the marketing card was issued, he should 


require the farm’ operator to sign the "Operator's Certificate" on the back ty 


of the memorandum of sale. If the farm operator refuses to sign the - 
"Operator's Certificate" on the memorandum or if the signature does not 
agree with -the signature appearing on the inside cover of the marketing  . 
card, no memorandum of sale will be issued and the field assistant ssp 
forward the narketing card. to the field ‘officer’ in charge. 


If the marketing quota has been entered on the inside cover ‘ou any 
excess marketing card, the total of all memoranda of sale issued from such 


card may not exceed the marketing quota assigned to such card. 


a 
FORM 41-TOB-58, REPORT OF INDICATED VIOLATION 


Form 41-Tob-58, Report of Indicated Violation, is for use by a field. 
assistant, or any other individual who has information which leads Bec ile 
believe that any tobacco has been or is being marketed under the marketing 
card for a particular farm which actually was produced on a different farm. 
This form may be used to report information indicating that any effort has 
been made or is being made to evade the payment of penalty on the marketing 
of excess farm tobacco. ace ' | 


In preparing Form 41-Tob-58, the name and‘address of the county agri- 
cultural conservation association or the field assistant's name and the mar- 
ket will be entéred in the upper right-hand corner.- the names and addresses 
of all pérsohs involved and all information available relative to the in-. 
dicated vidlation will be entered in the spaces provided on the form. The 
person reporting will sign in the space provided, enter the date and his 
title in thé appropriate spaces and. forward the original and first carbon — 
copy immediately to the field officer in charge. The second carbon copy | 
may be retained by the person reporting. 


‘Form 40-Tob-34," Report: of Indicated Violation may be used in lieu of | 
Form 41-Tob-58, Report’ of Indicated Violation. at 


FORM 41-TOB-62, REGISTER OF SUSPENDED, SALES » 


A record of suspended farm sales will be maintained for each ware- 
house on Form 41-Tob-62, Register of Suspended Sales, This register con- 
sists of a book of 50 pages; in duplicate, and no book will be used at more 
than one warehouse. The field assistant will stamp the name of the ware-. 
house. and market on the "Record of Issuance of Register of Suspended Sales" | 
and forwsrd such form to the field officer in charge. 


Each warehotise bill covering "farm tobacco" for which a memorandum 
of sale (or a memorandum of sale cleared without marketing card) has not been 
issued by the end of the sale day will be presented to the field assistant 
who will stamp such bill "Suspended" and enter on the warehouse bill .his. 
initials and the serial number of the Register of Suspended Sales on which 
the suspended sale is listed. The field assistant will enter in the spaces 
provided on the Register of Suspended Sales the name of the warehouse ang 
market and the date of the sale day covered by the report. ‘The warehouse 
bill number; .the name appearing on the warenouse bill, the total pounds 
sold and the gross price will be entered on the Register of Suspended 
Sales. The total of the columns headed "Pounds" and "Gross Price" will be 
entered in the spaces provided. | | 


The warehouseman or his authorized representative will check the’ 
register of suspended sales and warehouse bills to be sure that no resales 
have been listed. After completing this check a warehouse representative 
and the field assistant will each sign the Register of Suspended Sales. The 
original will be detached by the field assistant and forwarded, with the 
"Field Assistant's Daily Report" to the field officer in charge. The official 
records of clearance of suspended sales will be maintained. in the field office 
but a reference:record will be maintained at the warehouse. 


Ae as 


If a marketing card is presented to’a field assistant for. the. purpose 
of obtaintng a memorandum of sale to cover a marketing of tobacco which has” ’ 
been listed on’ the register of. suspended sales, he will issue such memorandum 
of sale and stamp both the "Purchaser's Copy" and the "County Office Copy. of 
the memorandum of sale "Suspended", in order to keep them separate from the s 
current day's sales, and will enter on the register of suspended sales the date 
iggued and the serial number of the memorandum of sale. The "Purchaser's Copy" 
of the memorandum of sale Will be delivered to the warehouseman by the field 
assistant. 


If a field assistant is not available, the warehouseman (Orne crepe 
resentative) may issue a memorandum of sale from a within quota marketing card 
as outlined above to cover a marketing of tobacco which has been listed on the 
register of suspended sales. Both the "Purchaser's Copy" and the "County 
Office Copy" of such memoranda of sale issued by the warehouseman (or his -rep- 
resentative) will be attached to the "Register of Suspended Sales" until re- 
moved by the field assistant. am ey me 288 


If a memorandum of sale is not issued within four weeks after the date 
of marketing of the tobacco, the field assistant will prepare Form 41-Tob-68, 
Memorandum of Sale Cleared Without Marketing Card, as hereinafter.provided and 
will enter the date and serial number of the memorandum of sale.cleared with- 
out marketing card on the register of suspended sales. 


FORM 41-TOB-64, BILL OF NONVAREHOUSE SALE 


Forms 41-Téb-64, Bill of Nonwarehouse Sale, are. prepared in books of 25 
and a book will be issued by the field assistant upon request by a dealer. In 
issuing these books the field assistant will enter the name of the dealer, his 
registration number and state and his permanent address on the outside cover of 
the book and on the "Receipt for Bill of Nonwarehouse Sale Book". The receipt 
will be detached by the field assistant and forwarded to the field officer in 
charge. . ne re ae: 


The instructions for preparing Bills of Nonwarehouse Sale are con- 
tained on the inside cover of the Bill of Nonwarehouse Sale Book and should be 
called to the attention of the dealer, Form 41-Tob-64, Bill of Nonwarehouse 
Sale, will be prepared as follows: » is eo 


1. Enter the date-and the name of the State and county wherein the 
farm ig located, together with the farm serial number in the 
space provided. ne a am : 


2. Enter in item 1 the name and address of the farm operator. 


3, Enter in’item 2 the’ name of the dealer and his registration 
number’and state. Also, enter the name of the person making 
the purchagée if other than the dealer. ae 4 
4. Enter in item 3 ‘the pounds sold and the gross price. The 
serial number of the memorandum of sale will be entered by . 
‘the field assistant or warehouseman who issues the memorandum 
of sale; *"- ‘ts ; 


wT 


6) 1h ree 


5. The farm operator and the buyer will sign the certification on 

the Bill of Nonwarehouse. Sale and the post card copy of the Bill 
of Nonwarehouse Sale. will be, detached and mailed by the farm 
operator not later than the day following the date of sale. ‘he 
dealer will present the original of the Bill of Nonwarehouse 

Sale to a field assistant or warehouseman (or his repre sentative ) 
together with the marketing card issued for the farm for the 
issuance of a_memorandum of sale, The field assistant will for- 
ward all original bills of nonwarehouse sale to the field officer 
in charge. . a 


FORM 41-TOB-65, DEALER'S RECORD 


Each dealer who purchases. tobacco from farmers at any place other than 
an auction warehouse sale, or who resells (in the form in which farm tobacco 
is ordinarily sold) more than ten percent of the tobacco purchased by him will 
keep a record and make reports on Form 41-—Tob-65, Dealer's Record, showing his 
purchaseg and resales of tobacco. The dealer will obtain Form 41-Tob-65 from 
a field assistant of the Marketing Quota Section. The dealer will sunply the 
information required for the "Receipt for Desler's Record” and when all the 
necessary information has been entered, the dealer and the field assistant will 
sign in the spaces provided on the receipt and the field assistant will detach 
the receipt and forward it to the field officer in charge. 


All purchases and resales of Burley tobacco made by the dealer will 
be entered in the Dealer's Record in accordance with the instructions contained 
on the inside front cover. In making entries on any Dealer's Record the field 
assistant or warehouseman should be careful to see that the back cover of the 
record book is properly folded under the page on which entries are being made 
to avoid making impressions on the carbon copies of other pages. Both the 
werehouseman and field assistant should see that the cumulative total of all 
resales of the dealer do not exceed the total purchases. 


If any dealer purchases farm tobacco that is subject to penalty the 
field assistant will enter the amount of penalty in the column headed "Name 
and Signature and Amount of Penalty, if any" following his signature. 


If any dealer resells tobacco which was produced prior to 1941, such 
fact should be clearly shovn on the Dealer's Record. 


All Forms 41~Tob-65 on which entries have been made will be signed by 
the desler and the yellow copies (41-Tob-65a) will be forwarded by the dealer 
to the Marketing Quota Section not later than the end of the calendar week 
next following the week in which the transactions occurred. The white copies 
(41-Tob-65) will be retained in the record book as the dealer's permanent 


" record, 


FORM 41-TOB-66, AUCTION WAREHOUSE REPORT 


Warehousemen will prepare Form 41~Tob-66, Auction Warehouse Report 
for each sale day summarizing the day's business. This form will be pre- 
pared as follows: i 


“LQ = 


1. Enter the date of the sale day covered by the report, the name 
of the warehouse, the warehouse registration. number and state 
and the market in the spaces provided. . 


2. Enter the registration number and state and the name of each 
buyer, dealer and other warehouseman who purchased or resold 
tobacco at auction during the sale day. ‘the total pounds pur— 
chased, the gross price of purchases, the total pounds resold 
and the gross price of resales for each dealer will be entered 
opposite such dealer's name and registration number in the 
appropriate columns. 


3, Enter in the line numbered "1" (near the bottom of the report) 
the total pounds purchased, gross price of purchases, total 
pounds resold and gross price of resales for all tobacco 
handled through the warehouse leaf account for the sale day. . 
Do not. include any floor sweepings in this item. 


4, Enter in the line mumbered "2" the number of pounds and Er S® 
price of all floor sweepings (bundles, leaves or accumulation 
of tobacco) sold by the warehouse on this floor.on this sale 
day. 


5. Enter in the line numbered "3" the total of all the entries 
appearing above. 


6. Enter in the line numbered "4" the result obtained by subtract~-. 
ing Resales from Purchases. 


7. Enter below the line numbered "5" the total pounds purchased, 
the gross price, total pounds resold and the gross price of 
resales of all tobacco purchased or resold for the warehouse 
leaf account at other warehouses and all tobacco purchased 
from or resold to dealers for the warehouse leaf account, to- 
gether with the registration number and state and name of such 
dealer or other warehouse, 


8. Enter the weight of the floor sweepings accumulated during this 
sale day in the space provided at the bottom of the report. 


The warehouseman or his authorized representative will sign the report 
in the space provided and forward the original to the Marketing Quota Section 
not later than the end of the next following calendar week. The carbon copy 
will be retained in the warehouse files and will be used by junior field 
officers in checking the warehouse account. 


FORM 41-TOB-67, REPORT OF PENALTIES 


Hach warchouseman and dealer will prepare each week Form 41-Tob-67, Re~ 
port of Penalties. There should be’ listed on this report information with 
respect to each Excess Memorandum of Sale, and each Memorandum of Sale Clear- 
ed Without Marketing Card issued during the week showing tobacco subject to 
penalty, If no penalty memoranda are issued during any week, the report on 
Form 41-Tob-67 for that week need not be made unless specifically requested 


ay be 


by the Marketing Quota Section. The Report of Penalties will be prepared as 
follows: RR og : oa 


1. Enter the date of the last day of the week covered by the report, the 
name and address of the warehouse or dealer and the wgistrition 
number and state in the spaces provided near the top of the revort. 


2. Enter in the appropriate columns the name of the farm operator, the 
serial number of each excess memorandum of sale (including the letter 
preceding the serial number) and the serial number of each memorandum 
of sale cleared without marketing card, the date of the excess memoran- 
dum of sale or the memorandum of sale cleared without. marketing card 
was issued by the field assistant, the total pounds sold, gross price, 
the percent excess, and the amount of penalty, (The amount of penalty is 
determined by multiplying the number of pounds sold by the percent 
excess and the result by ten cents per pound in case of Burley and rive 
cents per pound in case of dark air-cured and fire-cured. ) 


3. Total the columns headed "Total: Pounds", "Gross Price", and "Penalty" 
and enter the results in the spaces provided. 


4, Enter in the certification only the serial numbers of those memoranda 
listed on the report wherein an amount equivalent to the penalty wis 
not deducted from the purchase price paid the producer but is being 
paid by the warehouse. Do not enter the serial numbers of any memo- 
randa listed on the report wherein an amount equivalent to the penalty 
was deducted from the purchase price paid the producer, 


5. The Report of Penalties will be signed by the Yarehouseman or his 
authorized representative, or by the dealer, The original of the re- 
port, accompanied by the amount of penalty shown to be due will be 
forwarded to the Marketing Quota Section not later than the end of the 
week next following the calendar week covered by the report. All 
checks, drafts or money orders covering penalties should be made 
payable to the "Treasurer of the United States". The carbon copy will 
be retained by the warehouseman or dealer. 


FORM 41-TOB-68, MEMORANDUM OF SALE CLEARED WITHOUT MARKETING CARD 


if. is memo randun of sale is obtained within four weeks after the mar- 
keting of any lot of "farm tobacco" at an auction warehouse sale the field 
assistant will issue Form 41-Tob-68, Memorandum of Sale Cleared “ithout war- 
keting Card. These forms are assembled in books with 20 (in triplicate) 
memoranda of sale cleared without marketing card in each book and a book will 
be issued to each field assistant. 


Forns 41-Tob-68 executed for fire-cured and dark air-cured should be 
changed to show a penalty at five cents per pound in place of 10 cents per 


‘pound. 


In.issuing memoranda of sale cleared without marketing card the field 
assistant will enter the name and address of the producer, name of county, 
name of warehouse, date of sale, warehouse bill number, suspension number, 
gross price, pounds sold, and the anount of penalty in the appropriate spaces. 


a 5B 


The warehouseman or hig representative will check the memorandum of sale — 
cleared without marketing card and will place his initials by the field assist- 
ant's signature. The "county office copy" will be mailed to the field officer - 
with the field assistant's daily report and the "warehouse copy! will be de~ 
livered to the warehouseman or his representative. The "permanent copy" will 
remain in the book, ‘The date and serial number of the memorandum of sale clear~ 
ed without marketing card will be entered on form 41-Tob-62, Register of 
Suspended Sales. | 


FORM 41-TOB-69, FIELD ASSISTANT'S DAILY REPORT 


A report on Form 41-Tob-69, Field Assistant's Daily Report, will be 
prepared covering the sales made by each warehouse each sale day. The name 
of the warehouse and market, the date of the sale day covered by the report 
and the warehouse registration number and state will be entered in the 
spaces provided. 


The warehouse recap showing the number of pounds and price of the gross 
warehouse sale, (including all resales and all farm sales) will be entered in 
the appropriate spaces in Section I. 


The number of memoranda of sale issued, number of pounds covered by such 
memoranda, the gross price and the amount of penalty for this gale day will be 
entered in Section II. 


The number of memoranda of sale issued, number of pounds covered 
by such memoranda, the gross price and the amount of penalty for previous sale 
days which have been cleared from suspension since the last preceding report 
will be entered in Section III. 


The serial number of each excess memorandum of sale and each memorandum 
of sale clearéd without marketing card will be entered in Section IV. 


In preparing the "daily report" the field assistant will total ‘separately 
all Within Quota Memoranda of Sale, Excess iiemoranda of Sale, and Memoranda of 
Sale Cleared Without Marketing Card. These forms will be sorted in groups of 
100. If any group contains fewer than 100 forms, the exact number of such 
forms Will be entered on the adding machine tapes used in totaling the pounds 
and price, All memoranda of sale will be retained in the order in which they 
were added to facilitate checking the items on the tapes. Hach adding machine 
tape will be folded around the applicable memoranda of sale and will be held 
in place by rubber bands. ) 


The field assistant will enter the date of the last preceding field 
assistant's report in the space provided in Section III and the weight of the 
floor sweepings accumulated on the warehouse floor this sale day in the ap- 
propriate space at the bottom of the form. He will then enter the date, 
sign the report, and forward the original and first carbon copy of the field 
assistant's daily report, the register of suspended sale, the county office 
copy of all memoranda of sale and memoranda of sale cleared without marketing 
card issued and the adding machine tapes used in determining the totals for 
the report to the field officer in charge. The field assistant will retain 
the second carbon copy of the report. .Junior field officers will check the 
reports of field assistants and assist in the preparation of such reports 
as time permits after the completion of other dut‘e 


Butte é 


_' FORM 41-T03~70, CORRECTION OF MEMORANDUM OF SALE 


Form 41-Tob~70 is to be used by field assistants for correcting memoranda 
of sale-on which any error was made at the time of issuance. In preparing 
this form the field assistant will enter the Form number of the memorandum of 
sale which ig in error, the serial number of such memorandum, date issued, date 
of sale and the warehouse bill number of the spaces provided. In the box appear- 
ing beneath the word "From" the field assistant will enter the information shown 
on the original memorandum of sale, In the box beneath the word "To" the field 
assistant will enter the correct information, The name of thefarm operator, 
address of the county agricultural association and farm serial number, and the 
reason the correction is being made will be entered in the spaces provided. 
After signing and entering the current date the field assistant will deliver the 
"Warehouse Copy" to the warehouseman and forward the "Marketing Quota Section 
Copy" and "County Office Copy" to the field officer in charge. 


FORM 41-TOB-73, MARKET SALES CARD 


Forms 41-Tob-73 are used by the Agricultural Marketing Service and the 
Marketing Quota Section to obtain current market information. It is essential 
that these forms be completed and mailed promptly. One field assistant on 
each market will prepare two Forms 41-Tob-73, one card will be mailed to the 
Tobacco Market News, Agricultural Marketing Service, and the other to the Mar- 
keting Quota Section. Such person will stamp the name of each warehouse and 
market in the spaces provided. The total pounds sold and the gross price paid 
at each warehouse at which sales were held during the day will be entered in 
the appropriate spaces. If more than one card is required on any market each 
card should te numbered (i.e., 1 of 2 or 2 of 2). ‘The field assistant will then 
affix his signature and mail the cards immediately. 


FORM 41-~TOB-75, AUTHORIZATION TO ISSUE WITHIN QUOTA MEMORANDA OF SALE 


Each warehouseman with the aid of a field assistant will prepare Form 
41-Tob-75 in triplicate. These forms should be completed prior to the opening 
of the markets. 


The name of the warehouse, Registration No. and State and address of 
the warehouse will be entered in the spaces provided. The form of organization 
(Corporation, partnership or sole proprietorship) will be shown by a check 
mark, The names, titles, and addresses of the officials and employees will 
be entered in the spaces provided. 


The names, signatures, and titles of the persons designated to issue 
Within quota memoranda of sale on behalf of the warehouseman will be entered 
in Part B above the signature of the official making the designations, The 
field assistant will affix his signature and forward all three copies to the 
field officer in charge. 


After approving the authorization the field officer will enter the 
date the authorization is effective and affix his signature. The original 
will be returned to the warehouseman, one copy will be forwarded to the 
Marketing Quota Section, and the third copy will be retained in the field 
office, The authority granted on Form 41-Tob-75 automatically terminates 
when the warehouse closes for the season, 
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